UNITED STATESDEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice FI-2546
Washington, DC 20250

For: State and County Offices

County Office Originating Office Numbers (OON’s)
Approved by: Deputy Administrator, Management

il

1 Overview
A
Background Beginning October 1, 2002, a pilot program will be implemented in 24 Statesto
use the OnLine Travel System (OnLine) to prepare non-Federal County Office
employee travel documents.
The Nationa Finance Center (NFC) mandates that OON’ s be used when
processing travel viaOnLine.
B
Purpose This notice provides pilot program participants with OON guidance.
C
Labor Where exclusive representation exists, bargaining may be requested to the extent
M anagement allowed by applicable statutes. Where contract language already addresses these
Obligations policies and procedures for bargaining unit employees, contract language
prevails.
Disposal Date Distribution
October 1, 2003 State Offices; State Officesrelay to County
Offices
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2 Action
A

Number of
OON's
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Each State that will participate in the pilot program had to decide to use one OON
for either of the following:

» for County Office temporary duty location (TDY') travel processing
* per County Office to process County Office TDY travel.

Some State Offices wanted to use the OON that had been established when
County Office relocation processing at NFC began.

Example: Oklahoma' s OON would be "X CCECEO0040".

Other States wanted to use County Office OON’ s that they had established.
After much discussion, it was determined that:

» each State could decide whether to use one or many OON’s

» some States wanted an OON number that would exactly match their State and
county code.

Example: OON for Payne County, Oklahoma would be "XECE401190".

FMD has worked with NFC and determined that State and county code specific
OON’s could not be established by NFC before the October 2002 pilot program
implementation. Therefore, all States that will participate in the pilot program
will use either the County Office OON’ s aready established for that State or
establish new OON’s.

Per a discussion with NFC, State and county code specific OON’s could be
available for the beginning of FY 2004. At that time, all State and County
Offices that want to use State and county code specific OON’s could move to the
new OON'’ s effective October 1, 2003.

See Exhibit 1 for a current list of County Office OON'’s.

Continued on the next page
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2 Action (Continued)

B
OON Format

C
Contact
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The present County Office format is as follows.

“XC" isthe Department code for County Offices.

“CE” isthe Agency code for County Offices.

“CE” isthe Servicing Agency code for County Offices.

“00” isthe place holders that must be included as part of OON.
“XX" isthe numeric State code.

Exhibit 1 contains State-by-State OON’s to be used for County Office travel.

If a State Office would like additional OON’s for their County Offices, then the
State Office may submit AD-956 (Exhibit 2) directly to NFC through the address
at the bottom of the form. If needed, State Offices may receive a copy of AD-956
from the Computer Security Staff. NFC will assign the County Office OON
number. Once NFC has notified the State Office of the new OON, the State Office
must request access to the new OON from the Computer Security Staff through
FSA-13D.

Exhibit 2 contains a copy of page 211 of the NFC Travel Guide which shows
AD-956.

If there are questions about this notice, contact the appropriate office in the
following table.

Office Contact
County Offices State Office
State Offices EDSO
EDSO FMD, ATPS at 703-305-1408

Page 3



County Office OON’s
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Exhibit 1

County Office OON’s

State OON State OON State OON
Alabama XCCECEO001 Louisiana XCCECEQ0022 Ohio XCCECEO0039
Alaska XCCECEO0002 Maine XCCECE0023 Oklahoma XCCECE0040
Arizona XCCECEO0004 Maryland XCCECE0024 Oregon XCCECEO0041
Arkansas XCCECEQQ005 | Massachusetts XCCECE0025 Pennsylvania XCCECEQ0042
Cdlifornia XCCECEO006 Michigan XCCECE0026 Puerto Rico XCCECE0043
Colorado XCCECEO0008 Minnesota XCCECEO0027 Rhode Island XCCECEQ0044
Connecticut | XCCECEO009 Mississippi XCCECE0028 South Carolina | XCCECEO0045
Ddaware XCCECEQ010 Missouri XCCECE0029 South Dakaota XCCECEQ046
Florida XCCECEO012 Montana XCCECEO0030 Tennessee XCCECEQ047
Georgia XCCECEQO013 Nebraska XCCECEO0031 Texas XCCECEQ0048
Hawaii XCCECE0015 Nevada XCCECE0032 Utah XCCECEQ0049
Idaho XCCECEO0016 | New Hampshire | XCCECEO0033 Vermont XCCECEO0050
llinois XCCECEO017 New Jersey XCCECE0034 Virginia XCCECEO0051
Indiana XCCECEO018 New Mexico XCCECE0035 Washington XCCECEO0053
lowa XCCECEO0019 New York XCCECEQ0036 West Virginia XCCECE0054
Kansas XCCECEQ020 | North Caradlina XCCECEQ0037 Wisconsin XCCECE0055
Kentucky XCCECEQ0021 North Dakota XCCECEQ038 Wyoming XCCECEQ0056
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AD-956, Request for OON Action

Title N, Chapter 2, Section 1
Travel System (TRVL)
Exhibit 26
Form AD-956, Request For Originating Office Number Action
REQUEST FOR ORIGINATING OFFICE NUMBER ACTION
Block 1, Type Action. Enter the appropriate 1-posiion, alphs action code. Cortifying Officar Nomber (Action Code R only). Blocks 8 through 17.
R = Request. This codo Is used to request an originating office number For use in the Miscellaneous Payments System, enter the 10-position Certify-
(OON) from the National Finance Center (NFC) and to establish the ing Officer number that ta the OON being
related agency data In the QON file. New, Old. If you entered:
Cnm Chm;e.'mhcodelsundmchnnpemmm the address, acconnting Action Code R, compiete New to identify the agency office that is 1o be
station, and telephone tumber of an existing originating office Location. assignad an OON. Leave Old blank,
D= nam.msmummmmooumomwmmmme. AcdonC»deC,cmanerwtoshowhmw address, account-
Bleck 2, System Code, Enter the appropriate 2-position system Indicator for Ing station, and Enterthe old . Becount-
the system which the OGN willbe Shled, ing staion, and elephone mumberin OM. ’
é1= Travel System Action Code Dy leave New blank, Complete Ol o kleatify the agency and
68= Miscellancous Payments Systom related data that s to be deleted.
Black 3, Effective Diats, Bater the effective date of the action B o an 25 Agency Name. Eues the name of th sgeicy (maximum of
: 3
Origiaating Office Number. : Blocks 19 and 26, Accounting Station Code. Enter the 4-position, number
Black 4, Department Code. Enter tha 2. itlon, alpha code station code.
(¢« AG « Department of Agricubture). Biocks 20 and 27, Agency Address, Enter tho street of PO Box addrass (maxi-
Block 5, Agency Code. Eter the 2-position, alphanumeric code, mum of 35 positions).
Black 6, Servicing Or Agency Specifisd Coﬂn. Enter your 2-position, slpha- Blocks 21 and 28, City. Enter the city name (maximusm of 15 positions).
numeric agency code, or agency specified coda. Blocks 22 and 29, State. Buter the 2-position, alpha state cods.
Block 7, NFC Assigned Or Agancy Spoﬂlthnmbar I you entered: Blocks 23 and 30, ZIP Code, Enter lhe 5- or 9-position, ZIP Code.
Actign Cede R, leave blank if NFC assigned. Enter code if agency Blocks 24 and 31, Telephone Numbex, Buter the area code and telephone
specific. number of the agency office identifled above.
Action Code C ar D, enter the 4-position, numeric code that was Block 32, Avthorized Signatnre and Title. Must be signed before NFC will
assigued to the originating office location. process the transaciion.
ACTION CODKS FOR NFC USE ONLY
R = Request G = Change D = Dalele
1. TYP! M (1 YSTEM INATING omal NuvBER
W] DAY | YEAR |4 CEFARTMENT AVICING. |7, NEC ASSIGNED GR AGENGY SPECTFIED |
R I IR mgﬂ:évwnﬁm NUMBER (@)
CEATIFVING OFFIGER NUMBER (System (ndioalor 88 nly) (10}
B 9. 10, i 12,
13, 4. 18. 16 17,
NEW OLD
A AGENOV RAME 36) [s%c&"o’o"& @ |* AN EODE
20. AGENCY ADTRESS (361 27, AGENTY ADDRESE Py
21.0TY (18) [ ) 80. ZIP ar9)
T4 TELEPRONE (Asa Goue ] LT TArea oo i)
32 AUTHORIZED SIGNATURE AND TITLE
FORM AD—DE8 (Reviesd 806
r A
USDA NATIONAL FINANCE CENTER Uss Of
MALL ASCS DATA CONTROL UNIT .
op PO BOX 60000 Window Envelope
NEW ORLEANS LA 70160 s Optional
L -
Updatad 4/3/02 211
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